SAMPLE STAFF TAV MEMORANDUM (Copy on School Letterhead)
To: (Insert Name of School) Staff Members

From: (Insert Name of Principal and/or TAV Site Coordinator)

Date: (Insert Date)

Subject: Information on Upcoming Technical Assistance Visit (TAV), (Insert Dates)

On (Dates), our school will be hosting a TAV, a requirement of an Ohio HSTW/MMGW site every three to five years. A TAV Leader and (insert number) TAV Team Members will be visiting our school to gather evidence to prepare a TAV Exit Report on the second day of the visit at approximately (insert a.m. time). All administrators and leadership team members are required to attend. All interested teachers and staff are invited. A final TAV written report will be sent to our school in approximately two months after the visit. At that time, we will review the TAV recommended actions and resources, and select those that will be included in the school improvement plan and/or HSTW/MMGW Site Action Plan for the next three years. 

To have a successful TAV, it will take a team effort and we just want to thank you ahead of time for your assistance and cooperation. Attached are pages 6, 7 and 8 from the TAV Guide for Ohio that provides an overview of the TAV two-day visit, exit report and final written report. If you would like a copy of the guide or more information about HSTW/MMGW, please do not hesitate to ask. 
To insure that this report reflects our best teaching, we ask the following:

BEFORE THE VISIT

· Prepare your room: have an extra chair at the back of your room for an adult. The team will be coming in and out of your room for approximately 15 minutes at random times during the day. All rooms should be visited.
· Do not plan a field trip, outside presentation, test or quiz on the day of the visit. The team would like to observe you and your students engaged in learning. 

FIRST DAY OF THE VISIT

· Remember the time and location of your interview with the TAV team if you have been selected for the teacher interview. The interview is a group interview for approximately 45 minutes to an hour. 
· You are invited to meet the TAV leader and team members during the Site Presentation of TAV Documentation of Progress from (insert time) p.m. in the (insert location). 

SECOND DAY OF THE VISIT

· Reminder, please leave your doors open during all classes. Have a chair ready for the visiting adults. Do not speak to the visitors during their visits to your classroom. They are not to disrupt teaching and learning.
· Plan to attend the TAV Exit Report Out at (Time) and (Location).
The primary purpose of this visit is to help school administrators, leaders and teachers identify changes they need to make to address the (HSTW/MMGW) goals and key practices to ensure that all students perform at the proficient level on the (OAT/OGT) and at the basic level on the (HSTW/MG) Assessment with increasing percentage performing at proficient and advanced levels. The goal is to have every eighth grade student prepared for college preparatory work in grade nine and to have all high school graduates ready for post secondary studies without taking remediation. The visit is an effort to help (Insert School Name) see where we have been and to determine where we need to go next in developing critical action steps for more deeply implementing the (HSTW/MMGW) school improvement design. 


